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OFFER OF PART PAYMENT OF A DEBT 



<<INSERT NAME CREDITOR>>

We refer to your invoice number <<INSERT REFERENCE NUMBER>> dated <<INSERT DATE>> in the sum of £<<INSERT AMOUNT>> (“the invoice”).   We acknowledge that the sum of £<<INSERT AMOUNT>> remains outstanding.

Unfortunately, we are currently undergoing temporary financial difficulties and we find ourselves in a position where we are unable to pay the sum due in full.  In the circumstances, we are writing to formally request that we be permitted to repay the amount detailed above in <<INSERT DETAILS>> equal instalments as detailed in the schedule of repayment set out below until the debt is discharged.

Schedule of repayment

	Dates
	Amount payable

	
	

	
	

	
	

	
	

	
	




We look forward to hearing from you as a matter of urgency and we do hope that you will bear with us during these difficult times for our Company.


Yours sincerely,



………………………………….
 <<INSERT NAME OF DIRECTOR>> for and on behalf of <<INSERT NAME OF SUPPLIER COMPANY>>
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